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What is COAH?

sound, affordable housing for low and
moderate-income households by
providing the most effective process to
municipalities, housing providers,
nonprofit and for profit developers.

What is CTM?

critical information and administer the
COAH Program

« A web-based relational database,
customized to organize and implement
the tasks of the COAH business

process




Getting Access to CTM

New Jersey”
» A COAH Authorization Code

Refer to the“ Introduction” section of the
“CTM External User Guide’ for detailed instructions.

informaton " S5

* Create myNewdersey
account

* Logout
* Login again




COAH Authorization Code

Continued

!Tm: Orricia Wen Soe ron Search l:l
/) THE STATE OF NEW JERSEY

Services A to Z | DepartmentsiAgoncies | FAQs

mybl Home | bl Business | myl'l‘:_u‘.fle(siat_l
“Welzome Victaria Horocks logout |

Premier E-Busi

Sign up for Prermier E-Business

QH Events within Your Area:

DCa Applic & 01032008TestEvent

Locste Events | Travel & Tourism Home | Add an Evert | Set Pr ferences

COAH Authorization Code

Enter Your myNew.Jersey Authorization Information

If you've been given an authorization code, type or "paste” it into the box below (otherwise, click "Cancel").
Click the "Finished" button.

1

2

3. Your code will be verified and your profile will be updated with your new role

4. Ifthe update is successful, the myNewdersey portal will end your current session and, after a few seconds, w urn your broweser to the login page
9. Please log back in and verify that your myfiewfersey desktop includes the content for your new role

Enter yo thorization code I
Finished Cancel

i)




Accessing CTM

Tur Orricise Wi S ror Search l:l
W&/ THE STATE oF NEW JERSEY

Services Ato Z | Departments/Agencies | FAQs

midd Home | mybl Business | myMewJersey
Welcome Yictoria Harrocks

logout | change profile | enter authorization code | choose startuade | contert | layout | heln

Premier E-Busi

nts

Sign up for Prernier E-Business =2 Travel Guide

Senices

All Events within Your Area:

DCA Applic 5 o 032005 TestEvent

Council on Affordable Housing
USF - HEA

Locate Events | Travel & Tourism Home | Add an Event ] Set Preferences

CTM Help

- In the CTM Navigation Bar,
click External Help under

Continued...




CTM Help

etc.)
— Field names are bold

— Screen shots and graphics have been
added wherever possible

— Hyperlinks jump to other sections,
definitions, and/or instructions

CTM Features and Platform

* Manage mission-critical information
and administer the COAH Program

 Web-based relational database

» Save each page before going on to
another screen, or your input will be

lost




System Features
to Keepiin Mind

— Quotes
— Double dash
 Ampersand and apostrophe OK
if—
— Name or organization

— In a street or city address
Continued...

System Features
torKeep inMina

digit year — example:

* You may open multiple screens — but
Save each one

» Select a column heading to sort the

column
Continued...




System Features
to/Keepin Mind

in CTM
» Highlight items to select them

Continued...

System Features
toiKeep inMina

>>) to move to multiple screens
* Multiple pages—
— Example: “ltems 1 - 10 of 25” at the

bottom of a list means - 10 items on the
current page, another 15 items on

successive page




Navigating CTM

Plans Reports

List|  ReportMenu  External Help

Screens

Municipalities Plans Mail Reports Maintenance Administraig

| Plan ‘ Projects | RCA/Partner | Document Search | Service List | Trust Fund | Spending Plan

Plan Header

County: HUNTERDON %

Municipality: [BLOOMSBURY BORD =
I

Plan Revisw Status: |Mone '.]
Assigned User: I x}
Teamn Lead: i
Flan Yersions: i) 1 ol

it ancel

Overview of CTM Screens

— How your Navigation bar will look

— Which screens are available to you
— What each screen will look like

— Which CTM components you can Edit,
Add, Delete, Remove

— Which CTM compgre

fe ts you can View




Municipalities
Municipal Information

» Verify that your information is correct
* Notify COAH if you find errors or omissions

Municipality Entry
Municipality : AY CITY, ATLANTIC - Muni Code:
Address 1: |C'rty Municipal Carnplex |
Address 2: 500 Mill Road |
City: | 8y city |
2ip: s - 1]

— Plan (Header)
- Projects
RCA/Partner
Service List

— Trust Fund

— Spending Plan

Plan Header

j Plan | Projects | RCA/Partner | Service List | Trust Fund | Spending Plan

Plan Header
County: | ATLAMTIC
Municipality: :.ANYWHERE
Plan Review Status: [lone
Assigned User:

Team Lead:

3 ounl 3 Siatiis Fifee
Round: 3 Status: None

Plan Wersions:

10



Plans
Plan Detail

* Notify COAH if you find errors or
omissions

Plan Detail
Municipality: ANY TWP, MONMOUTH County - Muni Code: g

COAH Round Number: 35 P current version

Certification Type: COAH 7:I

Last Appraved Yersion: E

Plan Status 1t Re-petition 7| (qualifier)
Subrnission Date 14152007 . fiction Date: .

Projects
Project List

the municipality’s affordable housin
obligation

"".man |7Prnjal:ts ‘ﬁca/partner [Earuice List |7Trust Fund |VSpending Plan

Search Prnjac_ﬂ—l

Project List
ANY  CITY, ATLANTIC County - Muni Code: ####

Humeicite: Round: 3, Status: Filed
e = Bnq'ea
Projel .
oje Sl e
o £ Mew Construction - 100%
Atlantic City - Project ABC [20 units) shsl S |Inclusionary Develapment Datail [ Counts ]
Corbin - Project ABC {10 units) abs1 S [Inclusionary Development Detail [ Counts J
“igw ||Group - Project aBC absi G |Inclusionary Development Detail ||| Counts




Projects

* Project Detail
— More detailed information about a project

— Keeps a history of the project that can be
copied to other versions of the Plan

Detailed information later...

Projects
Project Units

12



RCA/Partnerships
RCA

mod(_arte income housing responsibility to a
receiving municipality

» Sending municipality contributes funds

» Only the sending municipality receives the
credits toward its Fair Share Obligation

» Must be approved by COAH prior to the

transfer of funds

RCA/Partnerships
Partnership

units

» Allots a specific number of credits to each
municipality

« Each municipality contributes resources
(funding, sewer, water, land, etc.)

e Partnership must b proved by COAH

13



RCA/Partnerships

RCAs and/or Partnership agreements

* Records indicate the receiving
municipality for each agreement

RCA/Partnerships
Sending List

Partnership

 The RCA/Partnership Service List may be
printed onto mailing labels

14



Trust Fund

| Plan ‘ Projects | RCA/Partner | Service List | Trust Fund | Spending Plan

Municipality
Bank:

Address:

City:
State:

Zip:

Trust Fund
AN TOWMN ; ATLANTIC County - Muni C‘,_UdEl it

e Jersey

sccount Mumber: | |

COAH Escrow Agreement Date:  (Original) l:l Maost Recent: I:I
Date COAH Approved Dew, Fee Ordinance: =grars :
{Original} 74072007 Most Recent:

|Coate Municipality adopted Dey, Fee Ordinance: oo ——

Trust Fund

— allows the municipality to collect fees
from developers who are building in the
municipality

Income from fees is deposited in an interest

bearing bank account

Continued...
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Trust Fund

— Barrier free escrow funds

— Recapture funds

— Proceeds from the sale of AVs
- Rental income

— Loan repayments

— Enforcement fines

— Application fees

Spending Plan

before any funds dispersed

Continued...

Plan | Projects | RCA/Partnor | Servico List | Sponding Plan

Spending Plan
: ANYTOWN , MORRIS County - Mums Code: #8880
Municipality. Round: 3, Status: Certified 2
Spendng Plan Approvsl Date 127772006

Waiver Applies

Income:
Balsnce Remsaing from Prior Round: 551,542.59 As of Iritisl Petition Dats: 9/9/2005.

0.00

oo] o

= i T
i

o0 00| 00| 020 60| ‘0ce] 02| o0

0.00| 0.00] d.00] o0 ooof coo| 00| o

0,00| 0.09) 0.00] 0.00] 0.00| 0.00] 0.00] 0.00f coo| ova| o0t

stroctsn
Total] 3,995,665.00( 471,042.60)

Remaining Balance + Projected Income: 4,547,207 59

16



Spending Plan

— Income
— Expenses
— Other
 The Spending Planin

CTM is “view only” to
external users.

Continued...

Reports

— RCA/Partnership Detail
— RCA Bank
— Trust Fund Transaction Details

 RCA Reports

— Projects
- Banks

17



Projects

Provide Credi

- Help satisfy the Fair Share
Obligation

18



Projects

Municipality’s Fair Share Obligation

Fair Share Plan

Trust Fund

Projects

Spending Plan

Accessing the Project List

19



Accessing the Project List

Municipalities BT Reports

plan List

Accessing the Project List

J Plan | Projects | RCA/Partner | Service List | Trust Fund | Spending Plan

Plan Header

I ATLAMTIC - l

[FOLSOM BOROD =
Plan Review Status: |Ivanitoring =
Assigned User: |Kathy tcGlinchy j
Team Lead: IElarbara Walsh j

Plan Wersions: E— .
Found: 2 Status: Centified

20



Project List

‘ plan ‘ Projects ‘ RCA/Partner | Service List | Trust Fund ‘ Spending Plan
Project List
FOLSOM BORO, ATLANTIC County - Muni Cade; 0110
Municipali Round: 3, Status: Certified
Prior | Growth
Project Project Round | Share
Project Name Number  [/5| Type Prop oposed
credit credit
Edit [[4&.C Builders fol Inclusionary Development Detail (| Counts || Units
Edit |[accessory apartment Pragram accessory apartments Detail || Counts |[ Units
Edit ||apple Tree village Inclusionary Development Detail || Counts Units
Edit ||arC - valley Road Alternative Living Arrangements Detail Counts Units
Edit ||puy-Cown Program Buy-Down Detail || Counts Units
Edit ||Folsom Rehab Program Rehab Detail Counts Units
Edit [|Folsom Senior Housing NeniEonstuchio SRl 0k Detail || Counts || Units
| affardable —
Edit |[[magnolia Land folL e Construction - 100% Detail || Counts || Units
= affordable hacliol
Edit |[vista Hills Inclusionary Development Detail Counts Units

Project Header

| Plan | Projects | RCA/Partner | Service List | Trust Fund | Spending Plan

Project Header

FOLSOM BORC, ATLANTIC County - Muni Code: 0110

Municipality; Round: 3, Status: Certified

Project ID: 13028

COAH Project Number:

Project Mame:

|Accessury Apartment Program ‘
|

1
all Known Mames: |Accessury’ Apartment Program j Remove Project Name
Create Hew Mame: | ‘ Sawe Project Hame

Codes and Standards 10 ||

Project Status: Proposed/Zoned hd K

21



Project Header
External Project/Unit Monitoring Capabilities

Project Status:

Proposed/Zoned hd

Project Status Date:

—]

Project Type:

|Ac:essnry apartments

Proposed Credit Count:

approved Credit Count:

Sending County:

Sending Municipality :

Select:

IF Graup = split

Monitoring Cormments:

or

Project Detall

« At the Project List, click the Detalil
button for the desired Project

22



Project Detall

» |Yellow|fields - External Project/Unit
Monitoring

 White fields - COAH staff
e Buttons = additional functions and links to

other screens

Project Detail
External Project/Unit Monitoring Capabilities

« Acreage » Association Fee
* Sponsor » Average Range of
» Developer Affordability

M Continued...
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Project Detail
External Project/Unit Monitoring Capabilities

unds Committed
Funding Sources

Effective Date of Affordability Controls
Length of Affordability Controls

Date Affordability Controls Removed
Monitoring Comments

Project Counts

e Information in this section comes from
the fair share plan

 Project Counts are “view only” to

External Users

24



Project Counts

‘ plan ‘ Projects ‘ RCA/Partner | Service List | Trust Fund ‘ Spending Plan

Project List
FOLSOM BORO, ATLANTIC County - Muni Code: 0110

[Municipality: Round: 3, Status: Certified
Prior [Growth
Project Project Round | Share
Project Name Number  [/5| Type Prop oposed

Credit | credit
Edit [[4&.C Builders fol Inclusionary Development Detail (| Counts || Units
Edit [|4ccessory Apartment Program accessary apartments Detail || Counts |[ Units
Edit ||apple Tree village Inclusionary Development Detail || Counts Units
Edit ||arC - valley Road Alternative Living Arrangements Detall unts Units
Edit ||puy-Cown Program Buy-Down Dy nts Units
Edit ||Folsom Rehab Program Rehab Counts Units

New Canstruction - 100%

Edit [|Folsom Senior Housing oo ail || Counts || Units
Edit [|magnclia Land folL e Construction - 100% Detail || Counts || Units
= affordable hacliol
Edit |[vista Hills Inclusionary Development Detail Counts Units

Project Counts

Project Counts

Proposed Honitoring
A Prior Round Credits Growth share Credits Actual AHU Prior Round Credits Growth share Credits
Category Proposed | Creditworthy | Approved | Proposed | Creditworthy  Approved  Completed ituron iitworthy | Approved Approved
| Mew
[(Removed] | ¢ ottt | 20 10 10 " 1
Remove || Rehab
TR 7| unmat need
Remgie g
Bermuie || Completed
Somope || Completed

25



Project Count Detai

| Plan | Projects \ RCA/Partner | Service List | Trust Fund | Spending Plan

Project Count Detail

Municipality:

FOLSOM BORO, ATLANTIC County - Muni Code: 0110

Round: 3, Status; Certified

Project Name: A
Project Mumber:

coessory Apartment Pragram

Categories

All: Action: Selected:

1 Bedroom - Mew Construction
2 Bedroom = i

3 Bedroom Remiove

Accessible

Froposed AHU:

Prior Round:

eroposed ||

Creditwarthy:

Approved:

Growth Share:

Proposed:

C 1

Monitaring Prior Round:

Creditworthy:

Manitaring Growth Share:

-
T
[ ]

Creditworthy:

appraveds| |
L]

Approved:

roject Units

26



Add Project Units

‘ plan ‘ Projects ‘ RCA/Partner | Service List | Trust Fund ‘ Spending Plan

Project List
FOLSOM BORO, ATLANTIC County - Muni Code: 0110

[Municipality: Round: 3, Status: Certified
Prior [Growth
Project Project Round | Share
Project Name Number  [/5| Type Prop oposed
Credit | credit
Edit [[4&.C Builders fol Inclusionary Development Detail (| Counts || Units
Edit [|4ccessory Apartment Program accessary apartments Detail || Counts |[ Units
Edit ||apple Tree village Inclusionary Development Detail || Counts Units
Edit ||arC - valley Road Alternative Living Arrangements Detail
Edit ||puy-Cown Program Buy-Down Detail
Edit ||Folsom Rehab Program Rehab Detail
New Canstruction - 100%
Edit [|Folsom Senior Housing oo Detail
Edit [|magnclia Land folL e Construction - 100% Detail || Counts || Units
= affordable hacliol
Edit |[vista Hills Inclusionary Development Detail Counts Units

Add Project Units

|-Plan |_Prnjects |.RCAfF'artner |_Servic:e List |_Tru5t Fund |_'Spending Plan

Print Hew Construction Frint Rehab

ORO, ATLANTIC County - Muni Code: 0110
y Status: Certified
Marne: ABC Builders Project Nurmiber: foli

[Project Units
Municipality: Ro
p

Mo data foun

27



Add Project Units

‘ Plan | Projects | RCA/Partner | Document Search | Service List | Trust Fund | Spending Plan

Project Unit

FOLSOM BORO, ATLANTIC County - Muni Code: 0110
Municipal ity: Round: 3, Status: Certified

Project Mams: Accessory Apartment Program Project Humber:
Unit 1D: 12042
External Key:
Address: 19 Main Straet

Black: 7
Block and Lot: L E

Qualifisr Nurmber: | | Unit/apte3
All: Action: !Selected:
T
. LIHTC Credits Rental |
Categaries: G5 Rental Bonus g Mew Construction =
Extension of Contrals Rt Low Incorme =
Rehah Family ]
ail: Inc’(lun: Selected:
95/5 Rule [
Fhaoss DO NOT USE - REMOVE o
Estate Remave
Expiration of Controls |

Add Project Units

New Construction Units

H&lsmg Type: Apartment

Building Permit
Completion Date:

‘Credit Applies to Round:

Certificate of Gooupancy
Number:

Date CO [ssued:

Initial Price OF the Unit
(Sale/Rental):

Affordability %:

Municipal Subsidy
Arnount:

0000

il

Date of Sale/Transfer:

28



Add Project Units

Rehabhilitation Units

Final Inspection Date: .
Funds Expended on Hard l:l
Costs:

St i I
Expended:

all: Hikian: ‘iSeIanted:
Electrical [
Systems Repaired: Heating Adid
Lead Paint Abatement Remowe
Loading Beating Systam

Add Project Units

All Units
Effactive Date O -
Affordable Controls; [3/9/2005
Length of Affordable Oeerpstual
Gantilsin rears; Date Affordable Contrals Expires: 3/9/2035

Date Affordable Controls I:..
e s
Complsted Units: Total: D credisusrthy |l

Comments;

29



Edit Project Units

‘ Plan | Projects | RCA/Partner ‘ Document Search | Service List | Trust Fund | Spending Plan

FOLSOM BORO, ATLANTIC County - Muni Code: 0110
Municipality: Round: 3, Status: Certified

Project Name: Accessory Apartment Program Project Murnber;

[ Remove 1 i 19 Main Strast e7 &

B

Edit Project Units

All Units

Effective Date Of

affordable Controls: 382005 I
Length of Affordable Orerpetual
anthals aients: Date Affordable Controls Expires: 3/9/2035

Date Affardabls Controls :‘.
Removed:
Completed Units: Total: D Creditworthy 1

Cornmments;

30



Duplicating Units

basic
information, you may use the CTM
Duplicate feature.

Duplicating Units

» Click OK

All Units

Effective Date OF __—-
Affordable Contrals: _‘ILQZQDDB B

Length of Affordable [rerpetual
re:

Controls in vea

eeeeeee

Seript Prompt:

How mang ciupl‘icates you nead?

Monitoring Comments:

31



Duplicating Units

Units that you created.

All of them will have the same
information — so you need to
Edit each one with any
information that is different.

Duplicating Units

| Plan | Projects ‘ RCA/Partner | Service List

project units [N

GREAT BORO , BERGEN County - Muni Code: gx#s

Municipality: Round: 3, Status: None
Project Name! Bergenfield Meadows Project Mumber:

||[ Edit ] 1 1 100 Srmith Strest 141 3 100
"[ Edit ] 1 o’ 100 Smith Street 141 El 100
"[ Edit ] i i 100 Srmith Street 141 E 100
"[ Edit ] 1 1 100 Srnith Street 141 9 100
"[ Edit ] i = 100 Smith Street 141 9 100
"[ Edit ] 1 1 100 Srrith Straet 141 E 100
"[ Edit ] 1 1 100 Srrith Strast 141 3 100
"[ Edit ] i 1 100 Smith Street 141 9 100
"[ Edit ] 1 1 100 Srmith Street 141 E 100
|l Edit L i m 141 9 100
| [ e

32



Duplicating Units

project units IECEN

GREAT BORO , BERGEN County - Muni Code: ##£#
Round: 3, Status; None
Project Name: Bergenfield Meadows Project Number:

Municipality:

) 1 i : - 100 Sf';"’" Street J[zax T | | —
1 1 100 Smith Street e e 1]
) 1 100 Srmith Strzet | TR =11
1 1 100 smith Steet | (TS | I
i | 100 Smith Strast | Rl =]
+ + 100 Smith Strest I zax T 1]
t : 100 Smith Street | EEEEN | I |
1 1 100 Smith Street | (EEEE A 11
% 1 100 Smith Strest | A | I
1 i 100 Smith treat | (T | I
EEER E

T ‘

Lo

Duplicating Units

projoct units TR
GREAT BORO 4 BERGEN County - Muni Cade: ####

Municipality: Rround: 3, Status: None
Project Narme: Bergenfield Meadows Project Nurnber:

" R T T S " o —
1 1 100 Smith treat | (T |
i + 100 Smith Strast | IETEIN 1]
1 1 100 Smith Strast | [EEEER s 1]
1 s 100 Smith Street | EEESN | [E N
: v 7SN g | —
i 1 100 Smith Street | ECEEA | I
B . 100 St Sraat TS R T | —
- 0 100 Smith Strast | A | I
1 1 100 Smith Street Jf e ][ e 1]
===

o0 | ‘

R (i fainiiag:




Duplicating Units

Plan | Projects | RCA/Partner | Document Search | Service List | Trust Fund | Spending Plan

Project Unit
FOLSOM BORO, ATLANTIC County - Muni Cade: 0110

Municipality: Raound: 3, Status: Certifisd
Project Marne: Accessory Apartrnent Program Project Murnber:
Unit 10 12042
External Key:
Address: |19 Main Street

Block:

A
(5 o —

Block and Lot

Qualifier Murmber: |

\UmLprux\E \
sl Action: |sslectsd:
T
LIHTC Credits Rental
Categories: G5 Rental Bonus Shai

Mew Construction
Low Income
Family

Extension of Contrals
Rehab 58

Remove

Unit Reports
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Monitoring Due Dates

* Once you submit the monitoring
certification, begin entering post 6/30/08
data (as activity occurs)

» All data through 2008 will be due by 1/30/09

» After that, data will be due semi-annually

Reminder

— Register on My New Jersey

— Use the COAH Authorization Code from
the email to access CTM

Refer tothe“ Introduction” section of the
“CTM External User Guide’ for detailed instructions.

35



